
 
 

New Employee Orientation Check List 

 Two (2) photocopies of your Social Security Card 
  

 Birth dates of dependents and/or beneficiaries 
  

 Addresses of dependents and/or beneficiaries 
  

 A "voided" check or deposit slip for Direct Deposit Enrollment form 
  

 Alcohol and Drug Free Policy Acknowledgement 
  

 Credentials Verification 
  

 Creditable Service 
  

 Direct Deposit Authorization 
  

 I-9 U.S. Employment Eligibility Verification 
  

 NC-4 Employee's Withholding Allowance Certificate 
  

 NC Flex 
  

 NC Retirement System 
  

 Overtime Agreement 
  

 Personnel Profile Form 
  

 State Health Plan 
  

 W-4 Federal Withholding Form 
  

 Acknowledgement of Responsibility for Repayment of Monies Owed 
  

 Conflict of Interest Policy  
  

 Computer Use Policy 
  

 I have completed each section of the New Employee Orientation. 
 
 
Name: _____________________________________       SSN#: _________________________ 
 
  
Signature: __________________________________      Date: __________________________ 


